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Welcome!  It is my hope that this manual will serve 
as a helpful reference for everyday tasks 

confronting the CQI Statistical Analyst, as well as 
Program Coordinators, Program Specialists, 

Directors and anyone else who needs a helping hand!   
 

In this manual you will learn basic user information 
about the Microsoft programs Word, Excel, and the 
SPSS program, but you will also find more advanced 
instruction.  Finally, I’ve included some cool tips and 
tricks that might make your work easier and maybe 

even fun for you! 
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The Basics 
 

The best thing about Microsoft products is that they all share 
some fairly basic features.  That is to say that they all open, close, 
save, etc. in much the same way making it very easy to gain a very 
basic knowledge of all of them after learning the basics! 
 
Over the next few pages, you will find a quick tutorial and 
reference for the basic functions of these programs.  I will be 
using Microsoft Word for my examples, but these basic functions 
work the same in any of the programs in this manual. 

So let’s get started!      
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Create a new document  
 

 
To create a new document, you first open the application that 

you’d like to use.  Then from the top row of the menu, choose 
“File” and then choose “New.” 
 

A good habit to get into is to always format the document 
before you begin typing any content.  This will save you some 
headaches down the road when you realize you forgot to set the 
layout!   

 
To do this, choose “File” and then choose “Page Setup.”  From 

here you can set margins and page layout. 
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These margins are set as a 
default.  If you’d like to 
change the default so that 
your preferred margins are 
automatically set each time 
you create a new document 
– change the default here. 

By choosing either “Whole document” 
or “Selected text,” you can control 
whether the margins you’ve chosen 
apply to your entire document or just a 
little piece. 
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Remember this from the previous page?  
You can choose to orient your entire 
document portrait-style, or just a page or 
two of it portrait-style and the rest 
landscape-style.   

Here’s the default again!  
You can choose to have 
your new documents 
always open in 
landscape-style if you 
prefer. 



Saving your work  
 

There’s nothing worse than putting in several long and tedious 
hours on a project, only to lose it all because you forgot to save it!  
The greatest favor you can do for yourself is to get into the habit 
of saving your document the minute you create it.  Go ahead and 
give it a name and then make sure your auto-save feature is on and 
set to save frequently.  That way, if your system goes down, you 
won’t have to redo the entire document!  At worst, you may have 
to redo the last 5 minutes of work you did. 
 
Name it – After you have set up your document, then go on and 
save it.  Choose “File” then “Save As.”  You will see a box that 
looks like this: 
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By clicking the arrow on this 
dropdown box, you can navigate to 
the location on your hard drive 
where you’d like to save the 
document.   

Name your document 
here!  Remember to 
name it in a way that 
quickly identifies what 
it is.  This will save 
you countless minutes 
when looking for your 
document. 



 
 
 
Turn on Auto-Recover – How wonderful!  A feature that will save 
for you even when you forget to do it yourself.  This is also a 
lifesaver when your system crashes or if you shut a document and 
forget to save it.   
 
 

The auto-recover automatically saves your document at a time 
interval defined by the user.   
 
 

To turn this feature on (or off), choose “Tools” from the menu 
and then choose “Options.”  Once the small screen pops up, click 
on the “Save” tab (see below). 
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Set the time interval 
here! 

Now you can turn the feature on by 
checking it, or turn it off by un-
checking it.   
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Reviewing your work  
 
 
 

Print Preview:  So you think you’re finished with your document?  
You have one last step before sending it to anyone or printing it.  
By using the print preview function, you will avoid sending a 
document to someone that is not formatted correctly, or that has 
additional blank pages at the end.  This is especially helpful when 
using Microsoft Excel when extra lines can sneak their way into 
your finished project, turning a 5-pager into a 30-pager! 
 
 
Choose “File” and then “Print Preview.” 
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You will see a full-page view of your 
document.  By tapping your “Page 
Down” (or “Page Up”) key on your 
keyboard, you can scroll through the 
document making sure that it is 
properly formatted and aligned on the 
page.  If you find something you need 
to change, choose “Close” from the 
top menu and then make the changes 
to your document.  Always finish by 
coming back to “Print Preview” to 
make sure it’s perfect. 
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Microsoft Word 2000 
 
 

• Basic Skills 
• Advanced Users 



 
 

 
Basic Skills: 

 
 

• Page setup 
• Inserting page numbers 

• Inserting headers and footers 
• Copy and paste 
• Undo and redo 

• Find and replace 
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Page Setup  
 
 

A page can be set up at any time, but it’s always easiest to do so 
before you begin typing anything!  Your first step is to have a clear 
picture of how you’d like your final project to look.  Once you 
have that, you are ready to set up your page. 
 
 
Setting up your page consists of setting margins, paper size, fonts, 
type size, page numbers, headers and footers. 
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Paper Size:  Choose “File” and then “Page Setup.”   
 

     

 
Set your page 
layout and paper 
size here! 

 
Set your 
margins here! 
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Inserting page numbers:  Choose “Insert” and then “Page 
Numbers.” 
 

 
Here you can choose where you’d 
like the numbers to go – on the 
bottom? Top? Centered? 
 
Also decide whether you want the 
first page to have a page number.
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Inserting headers and footers:  Headers and footers are simply 
text that you’d like to repeat on every page.  A page number is a 
footer as well because it repeats on every page of your document.  
For every report or document that comes from our division, you 
should insert a footer that includes the name of the division and 
the date that the document was created.  This saves a lot of time 
if you are working on a document, such as review instrument, that 
will be revised continually.  By inserting a date on the document, 
people who receive future versions can know which version is the 
most recent.   
 
 
To insert a header or a footer, choose “View” and then “Header 
and Footer.” 
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I have reduced this page size so that you can see both 
the header and footer areas.  When you choose this 
function from the menu bar, the cursor will 
automatically go to header section.  If you are only 
wanting to add a footer, then just click in the footer 
section. 
 
Type in the information using any font and font size that 
you like.   For my document, I will insert the following 
footer: 
 
Department of Children’s Services 
CQI Division 
September 1, 2005 
 
When I am done, I click on “Close.” 



Copy and paste:  This has to be, by far, the most useful (and most 
used) function there is!  Without it, we would all be retyping 
almost constantly. 
 
To copy a section of text, highlight the text you need to copy by 
placing your cursor before the text you need to copy, then hold 
down the left mouse button and drag your mouse down until all 
the text you’d like to copy is highlighted.  
 
Then choose “Edit” and then “Copy” from the top menu. 
 
Now place your cursor at the spot in your document where you’d 
like the text to be copied to, and choose “Edit” and then “Paste.” 
 
Cut and paste:  This is similar to the copy and paste feature, 
except that the copied text is removed from the document.  With 
copy and paste, you’re only copying the text, not cutting it. 
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Undo and redo:  I can’t believe I just deleted that entire section!  
That’s not what I wanted to do at all!!  Never fear – undo is here! 
 
Choose “Edit” and then choose either “Undo” or “Redo” and your 
last action is saved for you. 
 
Find and replace:  Sometimes we find out that a document we’ve 
created has language in it that we’d like to change.  For instance, 
perhaps we created a document last month that used the term 
“field staff” quite a lot.  Now we find out that this is not a term 
that is commonly used by DCS staff and that we should change 
that to “caseworkers.”  The problem though, is that the document 
is 75 pages long and we don’t have the time to read through it 
word by word looking for that phrase. 
 
By using the find and replace function, Word will search for us 
and replace it with the language of our choosing! 
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Choose “Edit” and then “Replace” on the top menu. 
 

 

First type in the word or phrase that you want to get rid of in the 
“Find what” box.  Next type in the word or phrase you’d like to 
replace it with in the “Replace with” box. 
 
Choose “Find next”  and then “Replace” if you’d like to replace the 
text instance by instance.  But if you’re sure of what you’re needing 
to replace, you might want to save time by choosing “Replace all.”  
I usually find it’s helpful to do the first one by using the “Find 
next” just to make sure that I’ve got it right.  Then I just select 
“Replace all.” 
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Advanced Skills: 

 
 

• Borders and shading 
• Using clip art 

• Inserting and using a table 
• Tips and Tricks 

 24



Borders and shading:  You may find that there are sections of your 
document that you’d like to see stand out for the viewer.  A quick 
and easy way to do this is to use borders and shading. 
 

Highlight the text you’d like to draw attention to and choose 
“Format” and then “Borders and Shading.” 

 

Here I chose to 
surround my text 
with a shadow box.  
You can preview 
that in the large 
preview area to the 
right 

I chose my 
line style 
and color 
here. 

Here is where I preview the border 
and decide whether to apply it to the 
text or to the entire paragraph. 
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You can do the same for the entire page by choosing the “Page 
Border” tab. 
You can also color inside the border by choosing the “Shading” 
tab. 
 

 

Here I have chosen to 
color in my bordered text 
with lavender.  Be sure 
to choose to apply it to 
paragraph unless you’d 
like the entire page 
colored. 
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Clip art:  To insert a picture into your document, place the 
cursor at the point where you’d like to insert a 

picture, then choose “Insert,” then 
“Picture,” and finally “Clip Art.”  You 

can also insert any picture you have saved on 
your computer!  We will concentrate on 

Microsoft Clip Art for this manual.  
As you will see, there are thousands to 
choose from.  
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After you choose your picture, left click on it and then 
choose the first option which will insert it into your 
document exactly where you placed your cursor.  You 
are free to move it around if you’d like, so don’t 
worry if you forgot to place your cursor where you 
wanted your picture. 



Inserting and using a table:  You can use a table anytime you have 
information that needs to be arranged into columns and rows.  It 
is much easier to insert a table than to try it just with the use of 
your tab key! 
 
For this section, we’ll start with a very basic table and then using 
that table, we can build on your skills to do things such as merging, 
adding rows/columns, deleting rows/columns, shading, and adding 
numbers. 
 

Here is the information that we’d like to put into a table: 
 

• Karen Davenport, 8, Stat Analyst, Central Office 
• Tracy Brignac, 5, CQI Coordinator, Mid Cumberland 
• Shayne Davis, 10, CQI Coordinator, South Central 
• Kitty Oliver, 15, RA, Northwest 
• Mildred Lawhorn, 12, RA, Southwest 
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Choose “Table” and then “Insert” and finally “Table” from the top 
menu. 

  

 
Choose your table size here.  For 
our example, we need 4 columns 
and it’s ok to just leave the 
number of rows at 2 – it  
automatically adds rows as you 
type more information. 
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Now we need to decide on column names.  We will choose the 
following: 
 
Name   Years Service Title Location
    
 
We need to center those headings and we’ll go ahead and shade 
them while we’re at it. 
 

Name Years Service Title Location 
    
 
I did that by highlighting the entire first row, then choosing the 
center button from my top toolbar.  I colored the column headers 
by highlighting the entire first row, then choosing “Format” then 
“Borders and Shading” and continuing as we did in the previous 
section. 
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Now we are ready to enter the information into our table.  Place 
your cursor in the first empty cell under “Name” and type in Karen 
Davenport.  By use of your tab key, you can move to the next cell 
and type in my years of service.  Continue until all the information 
has been entered. 
 

Name Years Service Title Location 
Karen Davenport 8 Stat Analyst Central Office 
Tracy Brignac 5 CQI Coordinator Mid Cumberland 
Shayne Davis 10 CQI Coordinator South Central 
Kitty Oliver 15 RA Northwest 
Mildred Lawhorn 12 RA Southwest 
 
I chose to center the years of service.  You can align the data any 
way that looks best, though! 
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You can always add rows to the bottom of the table by placing 
your cursor in the last cell on the right (in this case, the cell that 
contains “Southwest”) and then click tab on your keyboard.  To 
add a row anywhere else, place your cursor on the first cell of the 
row either above or below where you’d like a new row, choose 
“Table” then “Insert.” 
 

 

 
Now you can choose to add a row above or 
below where you have your cursor. 
 
You’ll see that this is where you add columns 
as well. 
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To delete a row or column, first place your cursor anywhere in the 
row or column that you’d like to delete.  Choose “Table” and then 
“Delete” and finally select what you’d like to delete. 

Name Years Service Title Location 
Karen Davenport 8 Stat Analyst Central Office 
Tracy Brignac 5 CQI Coordinator Mid Cumberland 
Shayne Davis 10 CQI Coordinator South Central 
Kitty Oliver 15 RA Northwest 
Mildred Lawhorn 12 RA Southwest 
Total Years Service    
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Now I’d like to add up all our years of service.  To do this, I first 
add a row to the bottom and type in an identifying label.  Now 
choose “Table” and then “Formula” from the top menu. 

 

 
The formula “=SUM(ABOVE)” should appear, 
but if it doesn’t, just type it in.  If you’d like to 
get fancy and have 1000 appear as 1,000, then 
you can change that in the “Number format” 
field. 
 
For now, let’s just choose “OK.” 
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Now we’d like to merge the last two cells since nothing is entered 
in there.  Highlight both of the bottom cells under the columns 
“Title” and “Location.”  Choose “Table” and then “Merge Cells.” 
 

Name Years Service Title Location 
Karen Davenport 8 Stat Analyst Central Office 
Tracy Brignac 5 CQI Coordinator Mid Cumberland 
Shayne Davis 10 CQI Coordinator South Central 
Kitty Oliver 15 RA Northwest 
Mildred Lawhorn 12 RA Southwest 
Total Years Service 50  
 
 
Now let’s say you’d rather have them separate again!  Place your 
cursor in the merged cell, choose “Table” and then “Split Cells.”  
To split this back up into two cells, choose “2” for the column 
choice.   
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Tips and Tricks  
 
 

Keyboard shortcuts are quick ways to do various functions 
without having to go looking for them in your menu.  By using 
them, you can practically throw your mouse away!  To get a 
complete list, choose “Help,” then “Index,” then type in “Keyboard 
shortcuts” and select “Search.” 
 
You can make yourself a cheat sheet and tape it on your monitor 
until you learn them by heart.  After some use, they become like 
second nature and save you time.
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Here are some to get you started though: 
 

F4 Repeat Last 
Action 

Selecting this key (along the top of your keyboard – 
called function keys) will repeat the last action you 
performed.   

F2 Double-Click Selecting this key is the equivalent of double-clicking in 
a cell of your table. 

Shift and 
Arrow Highlighting 

Place your cursor on the first character of text you’d like 
to highlight.  Hold down the “Shift” key and then using 
your arrows, highlight the text. 

Alt and Tab Open 
Programs 

Press and hold the Alt key, then tap the Tab key.  This 
will display all your open programs!  By continuing to 
hold down the Alt key, you can tab through all open 
programs until you find the one you want. 

Ctrl + P  Print Press and hold the Ctrl key, then tap the letter P. 
Ctrl + B  Bold Press and hold the Ctrl key, then tap the letter B. 
Ctrl + C  Copy Press and hold the Ctrl key, then tap the letter C. 
Ctrl + V  Paste Press and hold the Ctrl key, then tap the letter V. 
Ctrl + A  Select All Press and hold the Ctrl key, then tap the letter A. 

Ctrl + Shift + L Bullets Press and hold the Ctrl key, then press and hold the 
Shift key, then tap the letter L. 
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Microsoft Excel 2000 
 

• Basic Skills 
• PivotTables 

• Formulas 
• Tips and Tricks 
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Microsoft Excel is an excellent tool to use anytime you need to: 
 

 Perform calculations on data 
 Sort large amounts of data 

 Create graphs to go with data 
 Quickly filter large amounts of data 
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The Basics  
 

When you first open an Excel spreadsheet, you see a blank canvas 
that looks like this: 
 

 

The letters along the top indicate your columns, i.e., 
“Column A,” etc.   The numbers along the left side 
indicate your rows, i.e.,  “Row 17,” etc.  When you are 
discussing your spreadsheet with someone, you can refer 
to cell E6 to indicate Column E, Row 6 
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Here we have added column headers to add clarity 
to our spreadsheet.  Be careful to label your 
columns with easy-to-understand ideas that are very 
descriptive of the column contents.  This will save 
confusion down the road. 

 
 
 
 
 
 
 
 
 
 
If you plan on making a graph of your work, be mindful of how 
you’d like the labels to appear on your graph.  For instance, if you’d 
like the graph to read “Social Security Number” rather then SS#, 
then name your column accordingly! 
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Cells can be formatted a number of ways depending on what kind 
of data you have in them.  Place your cursor in the cell that you 
want to format, choose Format and then Cells. 
 

    

Choose the type of data here – is it a date?
Is it currency?  
 
Then choose more specific formatting 
next. 
 

 

 
Notice that it is here that by choosing other tabs, you can also 
align data, and choose any fonts or borders that you might want. 
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Using Data 
 
Once you have filled your spreadsheet with data (or if you have 
received a spreadsheet already filled with data such as the Brian 
A. class list), there are a number of things that you can do to 
manipulate the data and make it easier to understand. 
 
For the rest of this section, we will be using a custody list that is 
the result of combining the Brian A. class list and the delinquent 
list.  I have deleted any identifying child information for this 
manual’s examples.  Let’s begin by opening the custody list and 
taking a look at the column headers.  The first step in analyzing 
any data you receive is to see exactly what information you have 
been provided. 
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Case 
Manager 

 
 

Region 

Months in
Custody 

Perm Plan 
Goal 

What can these tell 
me?  How do I relate 
them to outcomes? 

Date of 
Birth 

Gender 
and Race

Placement 
Program Type

 

County 
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So let’s look at what the DCS outcomes are: 
1. Decrease the number of children entering care 
2. Increase the number of children placed in their home county 
3. Increase the number of children placed in a family setting 
4. Decrease the length of time in custody 
5. Increase the number of children exiting custody 
6. Decrease the number of children who re-enter care 
7. Reduce the number of placement moves for children in care 
 
 

By looking at the column headers, you can see that the following 
will lead you to information regarding some of the outcomes: 

• Date of Custody (outcome 1) 
• Placement program type (outcome 3) 
• Months on custody (outcome 4) 
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In addition, the data can give you a good idea of the demographics 
of the children in care in your region.  By looking at date of birth, 
gender, and race you can see at a glance which groups contain the 
most children.   
 
A team leader can use the case manager column to determine the 
caseload of each of their case managers and the composition of 
the caseload. 
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Let’s begin with a very simple table to determine how many 
children your region has in custody. 
 
Sort by Region 
Highlight your entire spreadsheet by holding down the control 
key on your keyboard   and then tapping the letter “A.”   

 
Hold this key 
down… 

And then press 
the letter “A” 
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Now that your spreadsheet is highlighted, from the top menu 
choose “Data,” then “Sort.”  

  
To sort by region, choose “Assigned 
Region” from the dropdown list. 
 
If you choose Ascending, your resulting 
list will be from smallest (A) to largest 
(Z).  If you choose Descending, your 
resulting list will be from largest (Z) to 
smallest (A). 

 
Now that we have the list sorted, let’s use PivotTables to 
determine how many children your region has in active custody. 
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PivotTables
 
Choose “Data” from the top menu, and then choose “PivotTable 
and PivotChart Report.” 
 

 

 
The data that we want to analyze is 
already open, so we are going to 
choose “Microsoft Excel list or 
database.”  If the database were not 
open, then we would choose 
“External data source.” 
 
 
 
 
 
The kind of report we’re going to 
create is a PivotChart with a Pivot 
Table, so we will change the choice 
here to “PivotChart (with 
PivotTable).” 
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Choose “Next.”  The next screen you will see will be asking you 
where the data is that you want to use.  By default, your entire 
spreadsheet will be highlighted.  Choose “Next.” 
 

 

We are going to place the 
PivotTable into the 
workbook with which 
we’re working, so the 
default choice of “New 
worksheet” will place the 
PivotChart onto a separate 
worksheet.   

 
Now choose “Layout.” 
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These are all of the 
column headers on the 
spreadsheet.  By dragging 
them to the layout 
diagram below, you are 
creating a chart. 
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To determine where to place items in the layout diagram, first ask 
yourself what it is that you’re counting or aggregating.  In this case it 
the number of children in care.  Since this is simply counting how 
many rows of data there are per region, we can drag any of the blocks 
to the Data area of the layout diagram and it will count the occurrence 
per region. 
 
To keep things simple, we will drag “Assigned Region” to the Data 
area. 
 
But we want the data split apart by region!  We want the regions to be 
listed down the left side of the table, so we will drag “Assigned 
Region” to the Row area. 



Notice that when you drag “Assigned Region” to the Data area, 
it changes the block to read “Count of Assigned Region.”  The 
mathematical function of counting is the default choice.  But 
sometimes you may want an average or a sum, rather than a 
count of occurrences.   
 
Double click the block you placed in the Data area. 
 

 

By choosing from the dropdown box, you can 
sum, average, obtain a range, etc. for the data.  
This will come in handy when you are 
determining the average months in custody or 
the average age of children in care. 

But for now, we just want to count the 
number of children in custody, so we 
will leave this at the default setting of 
“Count.”
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Click “Ok” and then “Finish.” 
 

 

 

By removing the checkmark (or adding 
one), you can control which regions are 
shown on your graph.  There may be 
instances where you want to just 
compare your region to the others in 
your grand region.
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We’re going to look at just Davidson, East Tennessee, and 
Shelby.  By removing the checkmark for all but these regions, we 
are left with a graph of just the three chosen regions. 
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Right click in this blank space to 
bring up some formatting options.  
Let’s choose “Chart Options.” 
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On the Titles tab, you can add some identifying labels for 
your graph. 
 
Here we have added a chart title, “Children in Custody.”  
Also, we have added a label for the X axis (that’s the one 
along the bottom) and for the Y axis (the one that runs along 
the left side of the graph).   
 
Sometimes these labels are unnecessary and will only make 
your graph cluttered and hard to read, so take some time to 
really think about what you’re trying to convey.  For instance, 
the X axis label (“Regions”) is really not necessary here 
because we can easily understand what the bars stand for by 
the inclusion of the names of the regions.   

 



 

Even though the Y axis shows values, you will probably 
want to place the values on the bars as well.  Remember, 
your goal is to make the data clear and meaningful for 
your audience.  What might seem redundant to you will be 
worth it if it makes your data more understandable.   
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By double-clicking on a number on 
the Y axis, you can format the axis.  
The highest number of children in 
this group is 1379.  You’ll notice the 
Y axis goes to 1600 though.  In this 
case, you may want to change the 
maximum Y axis scale to 1400 so 
you don’t have a lot of blank space.   
 
This particular example doesn’t show 
this concept clearly, but imagine if 
the scale went to 1600 and the 
highest number of children for any of 
the three regions was 1000.  It 
wouldn’t make sense to have the 
scale go all the way to 1600. 
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Now we’re ready to finish up this graph!  Right 
click on “Count of Assigned Regions” to bring up 
the PivotTable options box. 
 
Choose “Hide PivotChart Field Buttons” to 
remove “Count of Assigned Region” and 
“Assigned Region.” 
 
Your graph is completed. 

 



To see the chart that goes along with this 
graph, click on the “Sheet 3” tab in your 
workbook. 
 
  
 
 
 
 
 
 
 
 
 

Now let’s try a more difficult one!  Let’s determine the 
demographics (gender, race for now – age we’ll cover later in the 
formula section) for the South Central region. 
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Follow all previous instructions.  When you come to choosing the 
layout, drag “Child’s Gender,” “Child’s Race,” and “Assigned 
Region” to the Row area of the layout diagram.  Add “Assigned 
Region” to the Data area. 
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Formulas  
 

 
There are times when data in a spreadsheet will need to have 
calculations performed on them.  With the use of various 
formulas, these calculations are virtually pain-free, making life 
simpler for those who “can’t do the math!” 
 
One of the things that we need on our spreadsheet is the age of 
the child.  This is not provided, however we do have the date of 
birth – so we know that this is something we need to calculate. 
 
First, let’s create a column into which we will be able to put our 
new data. 
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Click on the column label “D” to highlight 
the entire column.   
 
Right click on the highlighted column and 
then choose “Insert.” 

 

Now for the fun!  
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Name your new column “Age” and then place your cursor in the 
first empty cell of your new column.   
 

 
All formulas begin with the equal sign (“=”).  The formula to calculate age is =Datedif(E2,”10/31/05”,”y”) 
 

 Datedif is the name of the formula 
 
 (…) Parentheses will surround the variables of your formula 

 
 E2 – this is the beginning age, or date of birth.  For this first one, you could have typed in 

“2/12/1998,” but when you copy the formula to the rest of the column, it will compute all ages based 
on that particular date of birth.  Therefore, you want it to reference the cell instead.  That cell is E2. 

 
 10/31/05 – I’m using the last day of the month, but you could use whatever day you wish.  By using 

10/31/05, we will find out how old the child was as of 10/31/05. 
 

 Y – This will calculate the number of years.  You could use “M” for number of months or “D” for 
number of days. 
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When you’ve typed the formula, hit the “Enter” key.   

 

Once you’ve hit “Enter,” the formula will be replaced by the 
calculation – in this example, 17.  (If you get anything else, such as 
a date, then you will need to format the column for “number” with 
no decimal points.) 
 
Now slowly move your cursor arrow over the bottom right corner 
of the cell that contains the age 17.  Do you see how it changes 
from an arrow to a small, black box with a white cross inside?  
Once that happens, you can double-click on the small box and the 
formula for cell D2 will be pasted into all the cells in column D. 
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You could use the same formula to calculate the 
number of months a child has been in the current 
placement.  Follow the instructions for the age 
formula, but this time use “M” (for months) instead 
of “Y” (for years). 
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When you are dealing with massive amounts of data, it is always 
advisable to use a formula when performing calculations.  The 
first and most obvious reason is that it’s quicker to let the 
computer do it for you.  But more important than convenience is 
accuracy.   The less you have to manually type in numbers, the 
fewer the errors.   
 
 
There are too many formulas in 
Excel to list here, so we will 
focus on the ones that will 
benefit you most when 
dealing with CQI data. 
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Addition (Sum)
 

 

The formula box will 
automatically fill in the 
cell references for the 
column of numbers 
directly above (or to the 
side if you are adding 
across) the cell into which 
you’re placing the 
formula.  You can change 
this reference by clicking 
the small box to the right 
of the “Number 1” entry. 

Nobody expects you to memorize all the formulas 
available, so when you are ready to use a formula 
you should first place your cursor in the empty cell 
where your calculation will go, then type “=”. 
 
The cell reference toolbar will change into a formula 
toolbar.  By clicking on the dropdown box, you can 
scroll through all available functions.  Here, we’ve 
chosen “Sum.” 

 68



 

You then highlight the range of cells for which you’d like to perform the 
calculation, then click on the small box to the right of the formula 
prompt. 

 
Click “OK” and you’re done!
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Mean (Average) 
 

 

This is the same process you used 
to calculate the sum! 
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Count (Countif) 
 

Look at the list in column A.  Let’s imagine that you want to know how many times each region shows up in that list (you could do 
this quickly with PivotTables, couldn’t you?). 
 
The “Countif” formula will count each occurrence based on the criteria you supply, and place the calculation into the cell you’ve 
designated. 
 
Here we’ve highlighted cells A1 through A25 in column A as the range, with the criteria being “Davidson.”  Be sure to type the criteria 
exactly as it appears in your list!  The quotation marks enclosing your criteria will be added automatically, but you may type them in if 
you prefer. 
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General Mathematic Calculations 
 
There are times when you just want to perform a simple 
calculation and you won’t need to find a formula.   
 

 
Here we want to determine what 
percentage Number 1 is of Number 2. 
 
 
Create a column for the answer (%), type 
“=” in the first blank cell, then click on cell 
A2, type the division sign “/”, then click on 
cell B2.  Now hit “Enter” to get your 
answer! 
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Our column of percentages isn’t very attractive, is it?  
 
Highlight the column then choose “Format” and then “Cells” from the top 
menu.  Go to the Number tab and choose “Percentage.”  Let’s give this 2 
decimal places and then choose “OK.” 

 



     

The same concept can 
be used for any 
mathematical 
expression.  Here we 
are subtracting cell A2 
from cell B2. 

Here we are 
multiplying cell A2 by 
cell B2. 
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Any of these functions can be 
performed using a formula from the 
dropdown list.  Sometimes it’s just 
easier to type it in yourself than to 

look it up, though! 
 

With practice, these will become 
second nature to you and make your 

work a lot easier, as well as more 
accurate. 



Tips and Tricks  
 

Keyboard Shortcuts 
 

 Highlight an entire row of data by holding the “Shift” key 
down as you tap the space bar. 

 
 Highlight an entire column of data by holding the “Ctrl” key 
down as you tap the space bar. 

 
 Repeat any action with the “F4” key.  (This one really comes 
in handy when you want to highlight various cells with the 
same color.  Choose the color once, then use F4 to repeat it 
on other cells.) 
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 Quickly count how many rows in a 
section by highlighting the first row of 
those you want to count, then hold 
down the “Ctrl” key down as you drag 
the mouse down, highlighting all rows 
you’re counting.  Watch the left side – 
do you see the tiny number followed by 
“R”?  That is the count of rows. 

 
 Dropdown Lists - Highlight a cell or group of cells (ex: 
A1:A12).  Choose “Data” from the top menu, then choose 
“Validation.”  Choose "List" in 
the "Allow" text box and in 
the "Source" text box type in 
your list of values separated 
by commas. Click “OK.” 
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Now when you select any of the cells A1 to 
A12 a small arrow appears at the right of 
the cell. Click on it and you are offered a 
selection of the values that you have 
submitted. 

 
 To quickly create a graph from any array of numbers, first 
highlight the numbers, then click F11 on your keyboard. 

 
 Did you just make a mistake and erase an entire column of 
data?  By holding down the “Ctrl” key and then tapping the 
letter Z, you can undo the last action you took. 

 
 To turn your column headers into dropdown boxes, first 
highlight the first row of your spreadsheet, then choose 
“Data,” “Filter,” and then “AutoFilter” from the top menu. 
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Now click on the small arrow to engage the 
dropdown box, enabling you to scroll down 
to the information you would like displayed.  
If you want to just look at Asian children, 
then choose “Asian” and only those children 
with a race designated as Asian will be 
displayed. 

 
 
The best way to discover more tips and tricks is to experiment!  
Don’t be afraid to try things – and don’t be afraid to utilize the 
Help feature in Excel.  When you get really stuck, go to 
www.google.com and type your question.  You’d be surprised how 
many others have had the same question! 
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http://www.google.com/


 
 
 

 
SPSS for Windows 11.5.1 

 
 
 

• The Basics 
• Data Manipulation 

• Tips and Tricks 
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SPSS (Statistical Package for the Social Sciences) is a program for 
analyzing data.  Data from Excel and other sources can be used by 
SPSS to create reports and graphs, and to perform descriptive 
statistics on data. 
 
While some of the basic instructions given in this manual for 
Microsoft products still apply (such as copy, paste, etc.), it’s 
important to note that SPSS is not a Microsoft product, so there 
are naturally going to be some differences. 
 
For that reason, this section of the manual will operate on the 
assumption that the reader does not know the basics of 
Microsoft and will provide separate instruction for the basics in 
the pages that follow. 
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The Basics 
 

First, you need to familiarize yourself 
with the program.  Start SPSS and take 
a minute to look at the blank canvas 
before you. 
 
This first screenshot is the data view.  
This tab is where you will enter your 
data, or view data that has already been 
entered.   
 
Each row is called a “case” and each 
column is called a “variable.”  More 
about those later.
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The second tab is called the “Variable View.”  This is where you will enter all 
the information required to define your variables.  This is also where you 
control how the data view looks and how data appears as you enter it. 
 
We’ll describe each of these variable attributes later. 
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Setting Up a Database 

 
 
 

The first thing to be done when setting up a database is to 
determine what questions you’ll be asking.  For this manual, we will 
be using the Case Process Review as an example. 
 
 
For each review you do (each case), there are a number of 
questions that you are asked about the contents of the case file.  
That case file will be one row of data in SPSS, or one “case.”  The 
questions that you answer about that case will be the variables. 
 
 
Look at the screenshot of the Case Process Review below.   
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For each section of questions, you will see question numbers (example: 
A1, A2, A3, and A4 in Section A).  You will use these as the variable 
names in SPSS. 
 
The questions are in white, and will be summarized to become the 
variable labels in SPSS.  Each question will be a variable and will 
receive an answer of Yes, No, or NA. 
 
The answer in column K will become the data for this case. 
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So to begin building a database from this review tool, we will open 
the variable view.  Let’s begin with the first question on the 
review tool, “Is the file arranged according to DCS policy 31.5?”  
The question number is “A1” and this will become our variable 
name in the first column.   

 

 
 

Type of variable refers to the type of data you’ll be entering for 
this question.  All the answers on the review tool will be “Yes,” 
“No.” so in order to simplify aggregation, we will be coding all “Yes” 
answers as 1, and all “No” answers as 2.  Other types include date, 
currency, and string (which would be used for child name, etc.). 
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“Width” refers to the width of the data.  If you know that all of 
your answers are going to be 1 or 2, then you can put a width of 
three since no answer would be longer than three numbers.   
 
“Decimals” refers to whether or not your numerical data has 
decimal points.   
 
“Label” is where the questions from the review tool will be placed.  
This is to be used as a label for that variable, and you need to 
remember that you may be creating graphs later, so the label will 
need to be as short as you can make it, but still descriptive of the 
variable.  As you can see, most of the questions have been 
summarized below. 
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“Values” is where a value can be assigned to a question response.  
Some review tools may have five answers to choose from for each 
question.  To simply things, you can assign a number to each 
choice.  Here, the number 1 has been assigned to “Yes” answers 
and the number 2 has been assigned to “No” answers. 
 

 

Click on the cell in the 
Values column, then 
click on the small box 
that will appear with 
three dots . . . 

Here, the value of 1 for 
“Yes” has already been 
added.  We are in the 
process of adding 2 for 
“No.”  The next step in the 
example here will be to 
choose “Add” and then 
“Ok” to exit. 
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Now let’s add some data! 
 

 

Now go to the “Data View” tab and enter your data. 
 
This is what your page of data will look like once 
you’ve entered all your completed review tools.  Notice 
that there are no “Yes” and “No” answers on your page.  
However, there are 1s and 2s all over the place!  
Remember, we made 1 stand for “Yes” and 2 stand for 
“No.”  After entering all the data, you will see how 
much easier it is to enter a “1” as opposed to typing in a 
“Yes” 500 times!. 
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Now let’s run some basic statistical procedures on the data that 
has been entered.  We need to know how many reviews were 
completed in each region. 
 

 

Choose “Analyze,” then “Descriptive 
Statistics,” and finally “Frequencies.” 

 
 
Scroll down until you see “Region.”  
Double click on region to add it to the 
Variable(s) box.  Now choose “Ok.” 
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This will open a new document called “Output.”  This is where 
the results of all your statistical procedures will be placed. 
 
By running frequencies on the regions, we now have a chart with 
how many (frequency) reviews were entered, the percent of the 
total entered, and the cumulative percentages.  



 
Now let’s run the frequencies again, but add a graph this time. 

Choose “Analyze,” then “Descriptive Statistics,” 
and finally “Frequencies.” 
 
This time, after you place “region” in the 
variable(s) section, choose “Charts.” 
 
Now choose “Bar charts” and then “Continue” and 
then “Ok.”
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By double-clicking on the graph, you can change how the graph 
looks.  Here’s an example of how it could be altered: 
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To examine the relationship between two or more variables, the 
crosstabs statistical procedure is used.  For example, you would 
like to compare the data for the variables “Notice of Action” and 
“Reviewer” to determine where the deficiencies are, and you’d like 
to see this within the category of regions.   
 

 

Choose “Analyze,” then 
“Descriptive Statistics,” and 
finally “Crosstabs.” 
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Here, the variable “Region” has been placed in the 
Layer section.  This is the major division of your 
crosstabulation.   
 
“Reviewer” has been placed in the Row section and 
variable “A18” (Notice of Action) has been placed 
in the Column section. 
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Now we can easily see a 
breakdown for this 
variable (Notice of 
Action) by reviewer, and 
grouped together by 
region. 
 
Remind you of 
PivotTables?   



There are times when you’d like to use SPSS with Excel 
spreadsheets sent to you by someone else (like the Brian. A class 
list).  By making just a couple modifications to the Excel column 
headings, you can easily import the spreadsheet into SPSS. 
 
 

 

Begin by choosing “File,” 
then “Open Database,” and 
finally “New Query.” 
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Choose “Excel Files” and 
then choose “Next.” 
 
Now browse to your Excel 
spreadsheet, then choose 
“Ok.” 
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What you see is a list of 
all the column headings in 
your Excel spreadsheet.   
 
Place your cursor over 
“Sheet 1” until it becomes 
a little hand.  Now drag 
Sheet 1 into the Retrieve 
Fields in this Order 
section.  Now choose 
100 

“Finish.” 



SPSS will return an error message that reads: 
 

This is because the 
variable names in SPSS 
need to be short and 
contain no spaces. 

 
Choose “Ok” and you will be able to modify the variable names. 
 

 

SPSS has assigned acceptable alternative 
variable names that you may or may not want 
to keep.  In this example, you would want to 
manually change them for more clarity.  
However, remember that these are just variable 
names and won’t show up on your charts or 
graphs.  But if they are left unclear, it will be 
difficult to know which variables to choose 
when you want to perform statistical 
procedures. 
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Here is what it looks like after changing 
the variable names.  If you try to make one 
of the names too long, SPSS will stop you, 
so it’s impossible to make mistakes here! 

 

Now choose “Finish.”  Once your database is imported into SPSS, 
take a look at the variable view.  You’ll notice that the column 
widths are set to a default of 255.  That’s way too large!  You can 
leave it as is, or you can change those to make your data view 
easier to read. 
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Sometimes it’s necessary to group together data for analysis.  We 
can do that by splitting the data file into sections.  For example, 
let’s look at the class list split by regions.  Choose “Data” and then 
“Split File.” 
 

 

Choose to compare groups and 
then place the “Region” 
variable into the “Groups Based 
on” section. 
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Now run frequencies on county. 
 

 

This will result in a chart 
showing the frequency, or 
numbers of times, each 
county was entered.  So 
we can see by this 
example that Anderson 
County (in the East 
Tennessee region) showed 
up nine times in the 
spreadsheet, indicating 
that there are nine children 
placed in Anderson 
County who are members 
of the Brian A. class. 
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You can also limit your analysis to subgroups based on ranges or 
other specific criteria.  For example, let’s look at how many 
children are in custody whose birthdays fall between September 1, 
1987 and October 31, 1992. 
 
First, the date must be defined.  To do this, choose “Data” and 
then “Define Dates.” 
 

  

Scroll to “Years, months” and enter the earliest 
year in your database. I’ve entered 1980 in this 
example. 
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Now choose “Data” and then “Select cases.” 
 

 

We’re going to be looking at a range of dates, so “Based on 
time or case range” has been chosen. 
 
Now choose “Range.” 

 

 

The first case is where our range begins and we have 
chosen September (9) of 1987.  The last case is 
where our range ends and we have chosen October 
(10) of 1992.   
 
Choose “Continue” and then “Ok.” 
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These hash-marks indicate that the records will not be 
included in analysis.  Notice that these excluded records all 
have dates that fall outside of the range we just determined.



Now run a frequency using the “Region” variable. 
 

 

The results show that there are 62 
total children in the class list who 
were born between September 1987 
and October 1992. 
 
The chart further breaks this down 
by region so that you can see how 
many of those children are in each 
region. 
 
Does this information make sense 
given your knowledge about your 
region’s demographics?  

 108



SPSS can also be used to select a random sample.  Let’s choose a 
random sample of 25% for the Davidson region. 
 
First, sort by region by clicking on the variable header “region” to 
highlight the column, and then choose “Data” and then “Sort 
cases.” 
 

 

Insert the “Region” variable into the 
“Sort by” section.  Choose “Ok.” 
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Now make note of the row numbers 
that contain Davidson region. 
 
In this example, it is row numbers 1-
54. 
 
Now choose “Data,” then “Select 
cases.”  From the next box, choose 
“Random sample of cases” and then 
choose “Sample.” 

Type in 25% and choose “Continue” and 
then “Ok.” 
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The rows without a hash-mark 
contain your 25% sample! 
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Resources: 
 
www.spss.com
www.malektips.com/Microsoft_word_2000_help_and_tips.html
http://www.pcmag.com/article2/0,1759,1566561,00.asp
www.excel-vba.com/e-top10.htmT
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http://www.spss.com/
http://www.malektips.com/Microsoft_word_2000_help_and_tips.html
http://www.pcmag.com/article2/0,1759,1566561,00.asp
http://www.excel-vba.com/e-top10.htm
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